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P/^PT  ONE  1-1   Purpose  of  Alberta  Career  Days 


FOREWORD 


Alberta  Career  Days  are  co-sponsored  by  Alberta  Education  and  local  school 
jufisdictions  in  which  the  events  are  held.  Their  main  purpose  is  to  bring 
together  speakers  and  exhibitors  from  a  variety  of  areas  such  as  business,  post- 
secondary  education  and  government.  This  allows  students  to  hear  and  ques- 
tion in  one  day,  most  of  the  professional  people  necessary  to  make  informed 
career  decisions.  These  guests  will  participate  by  making  either  classroom 
presentations,  being  available  at  booths  in  the  gymnasium,  or  both.  The  em- 
phasis will  be  on  classroom  presentations. 

While  the  potential  benefits  of  a  Career  Day  are  great  for  Alberta  students,  the 
risks  of  organizing  a  poor  event  are  correspondingly  high,  If  you  are  aware 
from  the  outset  of  the  keys  to  a  successful  Alberta  Career  Day,  these  risks  can 
be  minimized  and  a  higher  degree  of  success  will  be  ensured. 


PART  TWO 


KEYS  TO  ORGANIZING 
SUCCESSFUL  ALBERTA 
CAREER  DAYS 


2.1  Local  Approval 

Perhaps  the  most  important  factor  in  a  successful  Career  Day  is  prior  approval 
by  your  school  principal,  your  local  school  board,  your  school  superintendent 
and  the  principals  at  the  other  schools  which  are  participating.  In  fact,  in  order 
to  gain  authorization  from  Alberta  Education,  you  must  have  written  approval 
from  either  your  superintendent  or  the  chairman  of  the  school  board.  (See 
Appendix  A;  Application  for  an  Alberta  Career  Day.) 

2.2  Local  Organizing  Committee 

The  task  of  organizing  an  Alberta  Career  Day  is  larger  than  one  person  can  be 
expected  to  handle.  Therefore  it  will  be  necessary  to  create  a  committee  of  the 
following  people  to  assist  you; 

a)  your  principal  (or  a  vice-principal) 

b)  a  key  group  of  student  coordinators 

c)  one  or  more  students  from  your  school  who  are  proficient  with  audio-visual 
equipment 

d)  the  counsellor  (or  other  designated  staff  member)  from  each  of  the  other 
attending  schools, 

e)  a  local  business  person  (to  help  coordinate  local  speakers  and  any 
publicity  you  require  in  the  community) 

f)  others  (Supervisor  of  Transportation,  Coordinator  of  Guidance,  Chairman  of 
School  Parents  Organization,  etc.) 

2.3  Advance  Preparation 

The  following  participants  must  be  prepared  well  in  advance  if  the  event  is  to 
succeed: 

a)  Students  —  they  must  have  a  basic  knowledge  of  the  areas  they  will  be 
hearing  from  in  order  to  ask  the  kinds  of  questions  which  will  make  the  day 
worthwhile.  If  necessary,  class  instruction  time  should  be  taken  to  ensure 
that  they  are  prepared. 

b)  Supervising  Staff  —  they  must  know  what  they  are  expected  to  do,  what 
rules  to  enforce,  how  to  greet  the  guests,  the  attendance  policy,  etc. 

c)  Guest  Speakers  —  they  must  know  what  you  want,  when  you  want  it,  and 
where.  They  must  also  be  informed  about  parking,  lunch,  places  to  stay, 
and  other  such  items. 

d)  Student  Coordinators  —  they  need  to  be  involved  from  the  initial  planning 
stages  and  with  a  clear  idea  of  the  expectations  being  placed  on  them. 
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2.4  Event  Budget 

Before  you  begin,  you  should  seek  board  approval  of  your  budget  and  stick  to 
it.  Returning  to  the  board  for  approval  of  additional  expenses  as  you  organize, 
no  matter  how  essential,  may  jeopardize  your  Career  Day.  Therefore,  a  com- 
prehensive budget  is  required  before  you  begin.  (See  Appendix  B:  Sample 
Budget.) 

2.5  Organizational  Checlclist/Timetable 

Before  you  begin  organizing,  develop  a  very  extensive  checklist  for  all  the 
details  you  must  attend  to  before  the  day  of  your  event.  Before  you  begin  you 
will  probably  be  unaware  of  all  that  is  involved  and  you  will  miss  some  details, 
but  an  extensive  checklist  will  give  you  direction  and  help  to  better  organize 
your  time  and  that  of  the  people  assisting  you. 

The  checklist  should  also  have  a  time-table  attached  which  shows  approxi- 
mately when  each  task  should  begin  and  when  it  should  be  completed.  (See 
Appendix  C:  Organizational  Checklist/Timetable.) 

2.6  Following  ttie  Guidelines 

The  most  successful  Career  Days  have  been  those  which  followed  the  sugges- 
tions laid  out  in  this  booklet.  The  guidelines  have  been  tested  and  proven  suc- 
cessful at  previous  Alberta  Career  Days  throughout  the  province. 


Participation  in  your  Alberta  Career  Day, should  be  easiest  for  the  students. 
Their  principal  responsibility  should  be  to  concentrate  on  getting  the  informa- 
tion from  each  session  which  they  require  to  make  informed  decisions  about 
their  futures. 

3.1   Student  Survey 

Prior  to  timetabling  the  students,  you  should  survey  them  to  determine  what  ses- 
sions they  prefer  to  attend.  You  may  do  this  in  two  ways: 
a)  About  four  months  before  your  event,  develop  a  list  of  75  to  100  potential 
career  presentations  and  circulate  it  to  all  of  the  students  who  will  be  par- 
ticipating, asking  them  to  check  all  the  presentations  which  might  interest 
them.  Once  these  surveys  are  compiled,  calculate  the  top  40  or  45  and, 
about  three  months  in  advance,  invite  speakers  from  these  areas.  As  they 
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confirm  their  participation  and  provide  descriptions  of  their  sessions,  com- 
pile these  descriptions  in  a  registration  booklet  and  circulate  it  to  students. 
The  survey  should  allow  for  students  to  add  areas  of  special  interest  v^hich 
have  not  been  included  in  the  primary  list, 
b)  At  least  two  or  three  months  in  advance,  send  invitations  to  approximately 
40  to  45  speakers  representing  different  careers,  businesses,  government 
agencies,  and  post-secondary  schools.  If  these  speakers  accept  your  in- 
vitation, they  should  send  you  a  description  of  their  intended  presentation 
(see  Appendices  G  and  H,  and  the  section  on  Guest  Speaker  Participation 
on  page  6  for  a  description  of  how  to  invite  a  guest  speaker  and  what 
should  be  included  in  a  session  description].  As  these  session  descriptions 
are  received,  you  should  compile  them  into  a  registration  booklet  and 
distribute  a  copy  to  each  student  participating  in  the  Alberta  Career  Day. 

From  these  descriptions,  students  select  the  sessions  they  wish  to  attend  and 
register  for  the  minimum  number  required  using  a  registration  form  included  in 
the  booklet  (see  Appendix  D;  Student  Survey/ Registration],  These  registrations 
also  indicate  how  much  interest  the  students  have  in  each  session,  thus  help- 
ing you  decide  how  many  sessions  of  each  presentation  will  be  needed  to 
meet  the  students'  demands.  In  this  way  you  will  compel  the  students  to 
prepare  for  their  participation  and  you  will  be  able  to  accurately  judge  the 
number  of  sessions  each  guest  speaker  will  need  to  give. 

3.2   Student  Timetabling 

It  is  important  to  schedule  in  advance  the  sessions  for  your  students  and  those 
from  other  schools.  It  is  inadequate  to  wait  until  the  day  ot  the  event  and  then 
provide  students  with  a  list  of  the  presentations  which  will  be  offered,  the 
times  and  rooms  at  which  they  will  be  held,  and  allow  them  to  randomly 
choose  the  sessions  which  they  will  attend.  This  leads  to  poor  attendance  at 
some  sessions  and  over-attendance  at  others.  It  is  an  unacceptable  system  for 
smaller  educational  institutions  or  unique  career  areas  which  may  not  be 
known  in  your  area:  students  who  are  not  given  a  list  of  speakers  in  advance 
and  are  asked  to  choose  their  sessions  on  the  day  of  the  event,  will  cluster  to 
the  popular  sessions  with  their  friends  or  to  the  "big-name"  sessions.  Also,  if  you 
over-estimate  a  session's  popularity  (e.g.  if  you  think  three  sessions  of  one 
presentation  will  be  necessary,  but  only  enough  students  for  one  session 
attend]  you  will  waste  the  speaker's  time. 

There  are  perhaps  as  many  ways  to  schedule  presentations  for  students  as 
there  are  Alberta  Career  Days  each  year.  If  you  have  an  efficient  timetabling 
system  in  your  school,  and  especially  if  you  t^ave  a  computer  which  you  can 
use  for  this  purpose,  you  may  wish  to  employ  that  system.  However,  three  com- 
mercial systems  which  have  been  used  successfully  in  the  past  are: 

a]  Key-sort  Cards  —  a  manual  system,  best  suited  to  those  schools  without  a 
registration  computer.  (Details  are  available  from  your  Alberta  Education 
Regional  Office  Guidance  Consultant.] 

b]  Student  Information  Records  Systems  (S.I.R.S.]  —  from  the  Management  Infor- 
mation Group  in  St.  Albert  (458-8722].  Approximate  cost:  $100. 

c]  Data  Factory  (Quick  File]  —  from 

ACCESS  Alberta  or  an  authorized  Apple  computer  dealer.  Approximate 
cost:  $75. 

Once  you  have  chosen  your  timetabling  system,  make  sure  it  works.  Test  its 
ability  to  assign  students  to  classes  and  to  produce  conflict-free  student 
timetables  by  using  a  few  of  the  student  surveys  which  come  back  early.  If  you 
are  using  a  computer  system,  be  sure  to  run  your  final  student  timetables  at 
least  three  working  days  before  your  Career  Day  so  that  any  problems  which 
arise  may  be  corrected  well  before  the  day  of  your  event. 
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3.3   Evaluation  of  Sessions 

Every  student  should  evaluate  each  session  he  or  she  attends.  Each  of  the 
three  items  below  should  be  rated  by  the  student  as  P  (Fbor),  F  (Fair),  G  (Good), 
or  VG  (Very  Good)  using  the  follov^ing  criteria.  Other  relevant  items  may  be 
added  if  desired. 

a)  Interest  and  knowledge  of  speaker. 

b)  Usefulness  of  information  given. 

c)  Quality  and  usefulness  of  audio-visual  presentations,  publications,  etc. 

Provision  for  these  evaluations  is  made  on  the  form  which  contains  the  student's 
timetable.  These  should  be  given  to  the  teacher-host  in  the  last  session  of  the 
day  (See  Appendix  E:  Student  Timetable/ Evaluation  Form.) 

After  all  the  evaluations  are  received,  the  statistics  should  be  compiled  into  a 
summary  report  to  be  sent  to  the  Alberta  Education  Co-ordinator  of  Alberta 
Career  Days  and  to  the  local  superintendent. 


PART  FOUR  4.1   staff  Involvement 


STAFF  PARTICIPATION 


Involving  your  school  staff  from  the  outset  is  essential.  You  will  need  their  help 
and  co-operation  with: 

a)  Making  physical  arrangements  within  the  school  (having  enough  audio- 
visual equipment  and  having  it  in  the  right  places,  setting  up  chairs  in  the 
gym,  etc.). 

b)  Preparing  students  in  advance  (allowing  class  time  for  the  distribution  of 
student  surveys  and  timetables,  and  for  explanations  of  what  will  occur  at 
the  event). 

c)  Supervising  student  conduct  during  the  Alberta  Career  Day  (everything 
from  taking  attendance,  and  monitoring  halls  and  lunchrooms  to  helping 
students  from  other  schools  find  their  way). 

d)  Serving  as  teacher-hosts  (greeting  guest  speakers,  helping  them  set  up,  in- 
troducing them  at  sessions,  guiding  them  to  lunch  or  coffee,  and  collecting 
student  evaluations). 
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e]  Assisting  with  student  timetabling. 

f )  Assisting  with  lunch. 

You  will  also  need  the  cooperation  of  staff  at  other  participating  schools  with: 

a)  Circulating  student  surveys,  registrations,  and  timetables. 

b)  Preparing  students  in  advance. 

c)  Arranging  busing. 

d)  Serving  as  teacher-hosts  (once  guest  speakers  arrive  at  your  school). 

e)  Arranging  for  extra  audio-visual  equipment  (if  your  own  school's  supply  falls 
short  of  the  needs  of  your  guest  speakers). 


4.2  Teacher-Hosts 

Each  classroom  presentation  requires  a  teacher  to  introduce  the  speaker, 
maintain  good  behavior,  take  attendance,  and  collect  evaluations.  If  it  can  be 
avoided,  teacher-hosts  should  not  introduce  the  same  speaker  or  supervise  the 
same  session  twice  because  of  the  boredom  factor  which  tends  to  inhibit 
teacher  participation.  After  supervising  one  session,  teacher-hosts  should  move 
to  another  in  the  next  period.  In  addition,  teacher-hosts  should  be  assigned  to 
greet  the  guest  speaker  on  his  or  her  arrival  at  the  school  or  at  a  pre- 
determined place,  such  as  the  staffroom.  Shortly  thereafter,  they  should  show 
the  speaker  to  the  site  of  his  or  her  presentations,  ensure  the  speaker  has 
assistance  in  bringing  extra  materials  to  the  presentation  site,  check  to  see  that 
all  necessary  equipment  is  in  the  room,  and  direct  the  speaker  to  the  coffee 
room  or  lunchroom  after  the  session.  (See  Appendix  F:  Job  Description  for 
Teacher-Hosts.)  Some  organizers  find  it  desirable  to  use  student-hosts.  The  prob- 
lem with  this  is  that  if  a  situation  arises  where  teacher  authority  is  required,  the 
.student  is  placed  in  an  embarrassing  position.  This  is  a  discretionary  decision 
best  left  to  the  local  organizer. 

4.3  Information  Kit  for  Teactier-Hosts 

You  should  also  provide  each  teacher-host  with  a  kit  which  includes  the 
following: 

a)  A  schedule  of  all  sessions  during  the  day,  highlighting  the  ones  they  are  to 
host. 

b)  The  name  and  position  of  each  speaker  they  are  to  introduce. 

c)  A  roll  of  students  who  are  to  be  present  at  each  session  and  a  description 
of  the  attendance  policy  and  procedures  if  attendance  is  to  be  taken. 

d)  A  copy  of  the  Job  Description  for  Teacher-Hosts  (See  Appendix  F). 

e)  A  name  tag. 
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4.4  Evaluation 


School  staff  should  give  feedback  on  the  general  preparation,  organization 
and  follow-up  of  the  day,  as  well  as  an  evaluation  of  the  specific  sessions 
which  they  observed.  The  latter  should  include  an  evaluation  of  student 
responses  in  addition  to  the  guest  speaker 


The  key  to  dealing  successfully  with  guest  speakers  is;  When  in  doubt  give 
them  too  much  information  rather  than  too  little.  The  most  common  mistake 
local  organizers  make  is  assuming  everyone,  and  especially  guest  speakers, 
knows  as  much  about  the  event  as  they  do. 

5.1   Types  of  Guest  Speakers 

There  are  essentially  two  types  of  guest  speakers  —  locally  secured  speakers 
such  as  self  employed  business  people,  and  provincial  or  core  speakers  who 
represent  post-secondary  schools,  the  armed  forces  and  provincial  business 
and  professional  associations  (eg.  The  Institute  of  Chartered  Accountants, 
Alberta  Optometric  Association).  Alberta  Education  will  provide  you  with  a  list 
of  the  core  speakers  when  your  school  has  been  accepted  for  an  Alberta 
Career  Day.  These  speakers  will  attend  or  find  someone  from  their  organization 
in  your  area  who  will  attend.  For  any  career  area  not  covered  by  the  core 
speakers  you  should  look  around  your  community  for  local  speakers.  You  may 
also  wish  to  include  speakers  from  special  interest  areas  such  as  Student 
Finance. 


(Please  note:  All  core  speakers  will 
receive  notification  of  your  career 
day  automatically  from  Alberta 
Education  and  most  attend  all 
career  days.  If  you  do  not  want  a 
particular  post-secondary  institu- 
tion or  career  area  represented  at 
your  event,  please  advise  the  core 
speaker  of  your  decision  in  writing.) 

5.2   Contacting  Guest  Speakers: 

About  three  months  before  your 
Alberta  Career  Day  you  should  write 
to  all  of  the  guest  speakers  you  wish 
to  participate  in  your  event  (see  3.1, 
Student  Survey  on  page  2,  for  a 
description  of  how  to  choose  your 
guest  speakers).  Tell  them  you  are 
hosting  an  Alberta  Career  Day, 
where,  on  what  date,  and  which 


schools  will  be  participating.  Invite  them  to  participate,  give  a  description  of 
the  kind  of  session  you  want  them  to  give,  survey  their  equipment  needs,  and 
establish  a  deadline  by  which  they  should  confirm  their  desire  to  participate. 
(See  Appendix  G:  Invitation  to  a  Guest  Sjoeaker). 

If  you  want  a  short  description  of  the  presentation  which  they  intend  to  give  for 
inclusion  in  a  registration  booklet  for  your  students,  please  ask  for  it  at  this  time. 
(See  Appendix  H:  Outline  of  a  Career  Day  Presentation.) 

5.3   Information  Kits  for  Guest  Speakers 

At  least  four  weeks  before  your  event  each  guest  speaker  should  be  sent  a  kit 
containing  the  following: 

a)  A  letter  of  welcome. 

b)  A  map  of  the  community  showing  the  location  of  the  school. 


PAGE  6 


c)  A  map  of  the  school  showing: 

—  parking 

—  entrance  where  speaker  will  be  met  by  guides  or  hosts 

—  location  of  his  or  her  sessions 

—  location  of  coffee  room 

—  location  of  lunch  room 

d)  Name  of  the  guide  or  host  who  will  greet  the  speaker  on  arrival  [optional), 

e)  Arrangements  for  lunch. 

f )  Names  of  the  host  who  will  introduce  the  speaker  at  each  session. 

g)  A  schedule  of  all  sessions  during  the  day,  with  his  or  her  specific  sessions 
highlighted. 

h)  Number  of  students  registered  in  each  sessions  and  their  grade  level. 

i )  A  profile  of  your  community  and  school. 

j )   A  list  of  recommended  accommodations  with  telephone  numbers  and 
room  rates. 

k)   Confirmation  of  any  audio-visual  equipment  requested  by  the  speaker. 
I)    A  name  tag. 
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Some  of  your  guest  speakers,  especially  those  from  businesses  in  your  com- 
munity will  be  new  to  career  day  presentations.  You  may  wish  to  provide  them 
with  an  outline  of  the  material  to  cover  in  their  session.  (See  Appendix  H: 
Outline  of  a  Career  Day  Presentation.)  You  also  may  wish  to  hold  an  advance 
meeting  at  which  the  local  speakers  would  be  inserviced  on  the  type  of 
presentation  desired  by  your  career  event. 

5.4  Evaluation  of  the  Alberta  Career  Day 

Every  guest  speaker  should  be  asked  to  complete  an  evaluation  of  your  event 
and  rate  each  aspect  ranging  from  the  invitation  and  advance  preparation  to 
student  behavior  and  lunch.  (See  Appendix  I:  Guest  Speaker's  Evaluation.) 


6.1   Session  Length 

It  is  essential  that  each  classroom  session  be  at  least  50  minutes  long,  with  a 
five  or  ten  minute  break  in  between.  Many  speakers  will  require  that  much 
time  to  explain  their  occupation  or  institution.  Experience  at  Alberta  Career 
Days  has  shown  that  shorter  sessions  allow  too  little  time  for  students'  questions, 
and  that  more  and  shorter  sessions,  tend  to  add  to  students'  overall  confusion 
by  forcing  them  to  attempt  to  focus  on  too  many  topics  in  one  day 

It  is  far  better  to  allow  those  speakers  with  less  information  and  a  short  presen- 
tation to  dismiss  their  students,  rather  than  to  restrict  those  who  need  the  full  50 
minutes  to  a  short  presentation.  However,  this  practice  should  only  be  followed 
where  you  have  staff  supervising  hallways  and  common  areas. 

If  you  do  not  allow  five  or  ten  minutes  between  sessions,  then  the  movement  of 
the  students  from  one  session  to  the  next  will  shorten  the  scheduled  time  for  the 
sessions  from  50  to  40  or  45  minutes.  This  is  just  as  great  a  problem  as  schedul- 
ing shorter  sessions  from  the  start.  Please  remember  that  you  will  have  students 
in  attendance  who  are  unfamiliar  with  your  school.  They  will,  as  a  result,  re- 
quire more  time  to  find  their  way  from  room  to  room. 

A  very  effective  schedule  for  an  Alberta  Career  Day  is  as  follows: 

9:00  -  9:20  a.m.  —  Opening  Ceremonies  (optional) 

9:20  -  9:30  a.m.  -  Break 

9:30  -  10:25  a.m.  -  Session  #1 
10:25  -  10:30  a.m.  -  Break 
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10:30  - 

11:25  a.m. 

—  Session 

§2 

11:25  - 

1 1:30  a.m. 

—  Break 

11:30  - 

12:25  p.m. 

—  Session 

#3 

12:25- 

12:30  p.m. 

—  Break 

12:30- 

1:25  pm. 

—  Session 

1:25- 

1:30  p.m. 

—  Break 

1:30- 

2:25  pm. 

—  Session 

#5 

2:25- 

2:30  p.m. 

—  Break 

2:30- 

3:25  pm. 

—  Session 

#6 

With  this  schedule  every  student  is  able  to  attend  four  classroom  presentations, 
spend  an  hour  viewing  displays  in  the  gym,  and  still  have  an  hour  for  lunch. 

6.2  Opening  Ceremonies 

Some  organizers  find  an  opening  ceremony  to  be  a  useful  way  of  starting  an 
Alberta  Career  Day.  If  you  choose  to  use  an  opening  ceremony  the  following 
hints  will  assist  in  avoiding  some  common  problems: 

a)  Keep  it  short. 

b)  Avoid  anything  boring,  such  as  endless  introductions  and  speeches  by  ad- 
ministrators who  extol  the  virtues  of  choosing  a  career  intelligently. 

c)  Be  certain  that  it  ends  on  time  or  it  will  infringe  on  the  classroom  pre- 
sentations which  are  the  real  purpose  of  any  Alberta  Career  Day.  To  ensure 
this  you  must  tell  any  speaker  at  the  opening  ceremonies,  well  in  advance, 
that  his  or  her  speech  is  to  be  a  set  number  of  minutes  long,  and  no 
longer. 

d)  The  best  ceremony  includes  a  welcome  by  the  organizer,  quick 
acknowledgements  to  those  who  helped,  and  a  ten  or  fifteen  minute  "pep 
talk"  by  a  professional  speaker  (your  Alberta  Education  Regional  Office 
Guidance  Consultant  can  make  suggestions],  A  suitable  public  address 
system  for  large  audiences  is  also  essential. 

6.3  Displays 

Local  organizers  should  feel  free  to  ask  speakers  to  set  up  booths  or  displays  in 
a  central  location  during  the  event.  This  is  usually  done  in  addition  to 
classroom  presentations,  but  may  be  preferred  by  presenters  instead  of  the 
classroom  sessions. 

Some  speakers,  especially  those  offering  several  classroom  presentations  and 
those  representing  large,  multiple-discipline,  post-secondary  schools  find 
displays  to  be  of  little  value.  They  can  also  cause  problems  with  supervision 
over  the  lunch  hour.  In  such  cases,  local  organizers  should  avoid  putting  pres- 
sure on  the  guest  to  set  up  a  booth  against  his  or  her  own  best  judgment. 
When  a  guest  is  providing  several  presentations,  all  the  interested  students  will 
have  a  chance  to  hear  about  that  career  or  institution  in  the  classroom, 

Under  no  circumstances  should  a 
local  organizer  set  aside  a  booth  for 
•  a  speaker  who  has  declined  one.  At 
some  Alberta  Career  Days  in  the 
past,  speakers  who  have  declined  to 
display  have  arrived  at  the  event  on- 
ly to  find  their  name  on  a  booth 
because  the  local  organizer  "knew 
you  wouldn't  mind  sitting  here  during 
your  breaks"  or  "knew  you  really 
didn't  mean  it  when  you  declined". 


PAGE  9 


(Please  note:  Close  supervision  of  students  in  the  display  area  is  required  at  all 
times  to  prevent  an  information  market  from  deteriorating  into  a  bazaar. 

It  may  even  be  desirable  to  close  the  display  section  down  at  the  end  of  the 
second  last  session.) 


6.4   Students  from  Other  Sctiools 

A  major  problem  for  local  organizers  continues  to  be  the  participation  of  stu- 
dents from  other  high  schools.  In  order  to  make  your  event  worthwhile  to  core 
speakers,  and  especially  for  those  who  must  be  there  all  day,  it  must  include 
students  from  other  nearby  high  schools. 

(Please  note:  You  should  Invite  all  high  schools  from  your  jurisdiction,  and  if 
possible,  any  high  schools  from  other  jurisdictions  which  are  closer  to  your 
school  than  some  schools  within  your  own  jurisdiction.) 
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Every  effort  must  be  made  to  have  the  studer^ts  from  other  schools  at  the  Alber- 
ta Career  Day  for  all  sessions.  This  will  likely  require  a  char^ge  in  the  bus  sche- 
dules for  those  students,  and  often  for  the  entire  county  or  school  district.  Early 
in  the  planning  process  you  should  approach  the  principal  of  each  of  the 
other  schools,  your  county  or  board  bus  coordinator,  and  your  superintendent 
and  plan  a  modified  bus  schedule  for  the  day  of  the  event.  The  modified  sche- 
dule will  probably  require  students  to  be  picked  up  earlier  in  the  morning  and 
returned  home  later  in  the  evening  than  usual  to  enable  them  to  be  at  the  host 
school  before  the  first  session  and  to  stay  until  after  the  last  one. 

A  less  effective  but  acceptable  alternative  is  to  allow  students  from  other 
schools  no  lunch  break  and  schedule  them  in  each  session  from  the  second  to 
the  fifth,  inclusive.  However,  under  no  circumstances  are  students  from  other 
schools  to  be  scheduled  for  sessions  when  organizers  know  they  will  be  on 
the  bus,  nor  should  students  from  other  schools  whose  buses  arrive  late  or 
leave  early,  be  permitted  to  enter  or  leave  sessions  already  underway. 


6.5  Use  of  Bells  and  Intercom 

Unless  the  bells  in  your  school  can  be  set  to  ring  according  to  the  schedule  of 
your  career  day,  the  system  should  be  shut  off  and  the  intercom  used  to  an- 
nounce the  beginning  and  end  of  each  session  if  such  announcements  need 
to  be  made.  Other  than  these  announcements  the  intercom  should  be  used 
during  sessions  only  for  emergencies.  Use  of  the  intercom  during  sessions  is  a 
significant  interruption  for  speakers  and  media  presenters  and  should  be 
avoided. 

6.6  Separate  Sessions  for  Younger  Students 

If  a  speaker  is  presenting  several  sessions,  one  of  these  should  be  a  special 
session  for  Grades  9  and  10  students  only,  This  enables  speakers  to  modify  their 
information  to  suit  younger  students  who  have  less  background  knowledge 
and  different  interests  and  needs.  Students  in  Grades  9  and  10  generally 
should  not  be  placed  in  sessions  with  students  in  Grades  11  and  12.  The  needs 
of  older  students  are  different,  and  information  geared  to  them  may  be  hard  to 
understand,  too  specific  or  too  current  for  younger  students  (i.e.  out  of  date  by 
the  time  they  would  need  to  use  it), 

Most  post-secondary  speakers  have  so  much  information  to  cover  in  their  ses- 
sions that  they  speak  either  to  older  or  younger  students,  not  both.  Sessions 
modified  to  satisfy  an  audience  of  both  older  and  younger  students  usually 
contain  too  little  information  to  be  of  use  to  either  group. 
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students  in  Grades  7  and  8  are  usually  too  young  to  participate  effectively  in 
the  present  kind  of  AlPerta  Career  Days,  If  at  all  possiPle,  these  students  should 
be  sent  home  during  the  event.  If  board  policies  make  this  impossible,  extra 
time  should  be  spent  preparing  these  students  before  the  event  by  explaining 
the  various  types  of  post-secondary  institutions  and  career  fields,  and  pro- 
viding basic  definitions  of  educational  and  occupational  terms.  Speakers  must 
be  told  in  advance  to  expect  students  so  young,  and  they  must  be  placed  in 
separate  sessions  with  students  no  older  than  Grade  9. 

6.7  Attendance  Policy 

All  participants  should  be  familiar  with,  and  agree  to,  your  attendance  policy. 
Most  jurisdictions  make  attendance  compulsory  for  the  day  and  for  each  ses- 
sion. The  most  common  method  of  keeping  track  of  student  attendance  is  to 
provide  space  on  the  timetable  given  to  each  student,  next  to  the  details  for 
each  session,  for  the  initials  of  the  teacher-host.  As  students  go  from  session  to 
session  they  have  the  teacher-host  initial  next  to  the  session  to  confirm  they 
attended. 

These  sheets  (which  should  also  contain  an  evaluation  form,  see  Appendix  E) 
are  then  left  with  the  teacher-host  of  the  last  session  of  the  day,  and  absences 
are  checked. 

Another  method  is  to  provide  the  teacher-host  with  a  list  of  all  students 
registered  for  each  session  and  ask  this  person  to  circulate  the  list  during  the 
presentation.  Students  then  sign  next  to  their  names.  It  is  the  responsibility  of  the 
teacher-host  to  report  absences  to  the  organizer  or  some  other  responsible 
staff  member 

Avoid  having  teacher-hosts  take  attendance  by  calling  the  role  at  the 
beginning  of  each  session,  since  this  wastes  the  time  available  to  the  guest 
speakers. 

6.8  Host  Room 

A  lounge  or  rest  area  should  be  set  aside  in  your  school  for  guest  speakers 
and  teacher-hosts.  Nothing  fancy  is  required  and  your  staff-room  is  usually 
more  than  adequate.  Your  guest  speakers  should  have  a  place  to  go  during 
spares  where  they  can  relax,  have  some  refreshments,  or  use  a  washroom. 
Have  juice  or  soft  drinks  available  for  those  who  do  not  wish  to  drink  coffee. 

Since  most  jurisdictions  provide  lunch  for  speakers  and  teachers,  you  should 
not  feel  compelled  to  provide  snacks  such  as  donuts  or  pastries  in  the  host 
room.  However,  if  your  budget  allows  for  it,  doing  so  is  a  nice  bonus  for  those 
helping  you. 

If  your  host  room  is  a  non-smoking  area,  you  should  also  designate  another 
area  for  smoking  for  those  who  feel  the  need  to  do  so.  If  your  school  has  been 
designated  as  a  smoke  free  school,  you  should  inform  your  speakers  of  this  in 
advance. 

6.9  Lunch 

Your  board  or  county  should  provide  a  complimentary  lunch  for  all  guest 
speakers  and  teacher-hosts.  The  lunch  need  not  be  fancy.  The  most  popular 
offerings  at  past  Alberta  Career  Days  have  been  cold  cuts  and  cheese  trays, 
chili  or  lasagne  accompanied  by  salad,  buns,  juice,  coffee  and  squares  for 
dessert.  Other  common  choices  are  cabbage  rolls,  stew,  turkey,  and  roast. 
Anything  which  can  be  easily  prepared  in  large  quantities  is  best  as  you  may 
be  required  to  feed  over  100  people. 

Most  lunches  at  Alberta  Career  Days  are  prepared  by  Home  Economics  or 
Foods  and  Nutrition  students,  or  by  the  members  of  a  service  or  church  group. 
Some  jurisdictions  decide  it  is  easier  to  have  the  lunch  catered  by  a  local  res- 
taurant; Chinese  food  and  fried  chicken  are  the  two  most  frequent  selections. 

Finally,  most  lunches  are  held  in  the  school,  usually  in  the  Home  Economics 
room,  which  is  the  most  convenient.  However,  your  Home  Economics  room  may 
be  too  small  for  this  purpose,  even  if  your  guests  eat  in  shifts.  In  such  cases  the 
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lunches  have  often  been  held  at  a  restaurant,  community  hall,  or  church  near 
the  school. 


Each  guest  should  be  admitted  to  the  lunch  by  virtue  of  his  or  her  name  tag,  or 
by  presenting  an  official  meal  ticket.  These  should  be  given  to  the  guests  by 
their  hosts  at  their  first  session  of  the  day,  or  at  the  information /registration  desk 
where  guests  are  greeted  when  they  arrive  at  the  school.  If  the  mayor  or 
deputy  mayor  is  available  to  attend  the  luncheon  and  bring  civic  greetings, 
this  adds  to  the  credibility  of  the  proceedings. 


6.10  Information  Booth 

An  information  booth  should  be  set  up  at  the  entrance  of  the  school  to  be  us- 
ed by  the  speakers.  If  you  have  more  than  one  main  entrance  to  your  school, 
signs  should  be  placed  at  each  entrance,  where  speakers  may  find  directions 
to  the  information  booth.  A  student  guide  or  teacher-host  should  be  present  at 


PAGE  13 


the  information  booth  for  each  speaker.  Students  who  could  carry  heavy  boxes 
or  equipment  should  also  be  there.  These  guides  or  hosts  should  greet  the 
speaker  to  whom  they  are  assigned  and  direct  him  or  her  to  the  correct 
classroom  or  to  a  central  meeting  place.  Here  too,  guests  should  be  given  their 
meal  tickets  (if  necessary]  and  name  tags  unless  these  were  mailed  in  the 
information  kit  for  guest  speakers.  Always  have  extra  name  tags,  meal  tickets, 
schedules,  etc.  on  hand  at  this  booth  in  case  any  guest  misplaces  or 
forgets  them. 

6.11  Parking 

Sufficient  parking  spaces,  close  to  the  school's  main  entrance,  should  be 
reserved  for  guest  speakers.  This  may  mean  blocking  off  part  of  a  staff  or 
student  parking  lot  for  the  day  of  the  event  and  asking  those  who  normally  use 
those  stalls  to  park  elsewhere. 

This  parking  area  should  be  shown  on  the  map  sent  to  guest  speakers  in  their 
information  kits. 

6.12  Attendance  at  Steering  Committee  IVIeetings 

Local  organizers  should  plan  to  attend  organizing  and  evaluating  meetings 
called  by  Alberta  Education.  The  information  you  gather  from  experienced 
organizers  at  the  fall  meeting  is  invaluable  to  you  in  organizing  your  event.  The 
guidance  you  can  provide  to  next  year's  organizers  at  the  spring  meeting  is  in- 
valuable to  them.  Also,  if  things  have  gone  wrong  at  your  Alberta  Career  Day 
discussing  them  at  the  spring  meeting  will  help  you  avoid  the  same  mistakes 
next  time  you  host  a  career  day. 

The  days  away  from  school  required  to  attend  these  meetings  should  be 
worked  Into  the  letter  of  approval  signed  by  your  superintendent  or  board 
chairman  prior  to  Alberta  Education  awarding  you  an  Alberta  Career  Day  (see 
Appendix  A]. 


PART  SEVEN  7.1   Audio  visual  Equipment 

If  you  need  more  audio-visual  or  other  equipment  than  your  school  owns,  look 
first  at  other  schools  in  your  town,  then  to  other  schools  in  your  jurisdiction,  and 
then  to  church  or  community  groups,  service  clubs,  recreation  centres,  educa- 
tional consortia,  libraries,  and  regional  colleges.  Ensure  that  plenty  of  extension 
cords  and  spare  bulbs  are  available.  Also  make  sure  that  A.V.  rooms  can  be 
darkened  and  that  someone  who  is  proficient  with  A.V.  equipment  is  present  in 
the  school. 

7.2  Confirmation  of  Attendance 

After  you  receive  confirmation  of  attendance  from  each  guest  speaker,  be 
sure  the  description  of  the  session  he  or  she  plans  to  present  matches  your 
needs  and  expectations.  If  there  Is  any  doubt  that  the  speaker  you  have  invited 
is  not  the  one  your  students  want  to  hear,  call  that  speaker  immediately  and 
discuss  the  presentation. 

7.3  In-service  for  Guest  Spealcers 

Since  many  of  your  local  guest  speakers  will  be  new  to  career  presentations, 
you  must  help  them  give  the  presentation  you  and  your  students  want.  This  may 
be  done  by  providing  them  with  the  material  discussed  above  in  the  section 
on  guest  participation,  and  in  Appendices  G,  H  and  I.  However,  some  local 
organizers  hold  presentation  planning  meetings  for  interested  local  guest 
speakers  about  three  to  four  weeks  before  the  event.  There  the  organizer  can 
explain  the  type  of  presentations  desired,  and  answer  any  questions  or 
concerns. 

7.4  In-service  For  Teacher-Hosts 

Some  organizers  also  hold  planning  meetings  for  teacher-hosts. 


OTHER  HINTS  FOR 
ORGANIZING  AN 
ALBERTA  CAREER  DAY 
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7.5  Early  Release  of  Guest  Speakers 

If  some  of  your  guest  speakers  are  making  only  two  or  three  presentations,  try 
to  schedule  these  sessions  consecutively,  so  those  speakers  need  spend  only 
part  of  their  day  in  your  school  and  can  go  on  to  other  visits  or  business  after 
their  sessions. 

7.6  Parent  Involvement 

Many  Career  days  in  the  past  have  been  made  even  more  successful  by 
involving  parents.  Many  parents,  because  of  their  business  connections,  knov^ 
speakers  from  the  world  of  work  and  can  assist  in  arranging  for  guest  speakers. 
At  some  Alberta  Career  Days,  parent  groups  have  provided  a  potluck  lunch 
and  saved  the  organizers  and  the  school  board  a  major  expense.  Other 
parent  groups  have  taken  on  the  scheduling  of  students  or  the  hosting  duties 
at  the  school  on  the  day  of  the  event.  Parents  are  always  helpful  in  spreading 
news  of  the  career  day  around  the  community.  You  may  also  find  that  parental 
appreciation  of  the  work  you  do  in  career  counselling  increases  as  they 
assist  you. 

If  you  have  a  parent  organization  in  your  school,  you  may  wish  to  ask  for  their 
help.  If  you  have  been  thinking  of  starting  a  parent  group,  this  event  might  be 
just  the  task  they  need  to  get  going. 

7.7  Special  Events  for  Speakers 

Occasionally  organizers  arrange  wine  and  cheese  receptions  the  night  before 
their  Career  Day  for  local  speakers  and  out-of-town  speakers  arriving  ahead  of 
time.  These  functions  are  usually  expensive  and  seldom  well  attended  by  either 
group  of  speakers. 

Some  schools  have  organized  breakfasts  on  the  day  of  the  event  and  have 
found  these  to  be  very  successful.  However,  as  a  complimentary  lunch  must  be 
offered,  a  breakfast  should  be  considered  optional. 

7.8  The  Problem  of  Absentee  Speakers 

Speakers  failing  to  arrive  as  promised  can  be  organizers'  biggest  problem  on 
the  day  of  the  event.  As  a  substitute,  some  organizers  have  arranged  for  films 
from  Alberta  Career  Development  and  Employment,  Career  Services  Branch. 
Several  good  films  on  the  general  steps  to  choosing  a  career  are  available. 
Details  are  available  from  the  Career  Information  Hotline  (422-4266  if  in  Edmon- 
ton or  dial  0  and  Zenith  22140).  Some  organizers  have  arranged  for  back-up 
speakers  as  a  contingency  plan  or  incorporated  panel  presentations  which 
allow  members  present  to  cover  for  an  absentee  speaker. 

7.9  Media  Coverage 

Your  local  newspapers,  radio  and  television  stations  should  be  informed  of  your 
event  a  couple  of  weeks  ahead,  so  they  may  feature  your  Alberta  Career  Day 
as  a  news  item.  Community  cable  television  stations  may  also  be  prepared  to 
tape  several  of  your  sessions  for  later  broadcast. 

7.10  Special  Project  Incorporation 

Some  organizers  have  used  a  Special  Projects  student  to  help  with  the  Career 
Day.  These  students  can  help  arrange  speakers,  timetable  students,  schedule 
guides  and  teacher-hosts,  supervise  audio-visual  arrangements,  etc.  After  the 
event  they  are  graded  by  the  organizer  and  credits  assigned. 
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It  should  be  emphasized  again  that  the  procedures,  ideas  and  directions  con- 
tained in  this  document  have  evolved  from  actual  Career  Day  experiences. 
The  feedback  v\/hich  is  provided  by  the  annual  provincial  evaluation  meeting 
ensures  thtat  the  procedures  have  all  been  field-tested,  and  found  to  be  both 
practical  and  v\/orkable.  Experienced  Career  Day  coordinators  may  wish  to 
modify  some  directions  slightly  in  order  to  adapt  to  local  conditions  but  first 
time  coordinators  are  urged  to  toWow  the  procedures  exactly  as  set  out.  Ex- 
perience has  shown  that  where  Career  Days  have  been  less  than  successful,  it 
was  because  the  step-by-step  organization  described  in  this  manual  was  not 
followed.  It  is  hoped  that  all  coordinators  of  Alberta  Career  Days,  both  ex- 
perienced and  first  time,  will  find  this  document  to  be  a  very  useful  reference 
and  guide. 
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Appendix  A 


ALBERTA  CAREER  DAYS 

APPLICATION  FORM 

Application  is  hereby  made  to  have  an  Alberta  Career  Day  at: 

School:  

Address:   


Phone:   

Project  Coordinator: 
Principal:   


School  System  Central 
Office  Contact:   

Preferred  Date:   


*  Please  attach  a  copy  of  a  board  motion/or  a  letter  from  the  Superin- 
tendent of  Schools,  indicating  approval  to  stage  an  Alberta  Career 
Day  at  your  school. 


Forward  completed  form  before  March  31  to: 


Guidance  Consultant 

Regional  Office  of  Education 
Alberta  Education 
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Appendix  B 


Sample  Budget 


Lunch  for  Guests  and  Teacher-Hosts 

(85  people  x  $5.00  (approx.)  @  =  $425.00) 

—  includes:  —  chili       —  dessert  squares 

—  buns      —  coffee  &.  juice 

—  cheese  —  disposable  plates,  cutlery, 

—  salad  glasses 

Copying  and  Printing 

—  invitations  to  speakers  (60) 

—  student  registration  booklets  (450) 

—  student  timetables  and  evaluation  forms  (450) 

—  information  kits  for  speakers  (45) 

—  job  descriptions  and  info,  kits  for  teacher  hosts  (25) 

—  meal  tickets  (90) 

—  flyers  for  distribution  in  community  (100) 

Mailing 

—  postage  and  envelopes 

Long  Distance  Toll  Charges 

Directional  Signs  for  Use  in  Schools 

—  poster  paper,  felt  pens,  etc. 

Computer  Softv^/are  for  Student  Registration 
Coffee,  Juice,  Pop  and  Donuts  for  Host  Room 
Name  Tags 


$  425.00 


$  400.00 


S  125.00 

$  125.00 
$  50.00 

$  100.00 
$  75.00 
Donated 

$1,300,00 


Related  Costs 


1.  Supply  Teacher  for  time  spent  at  Alberta  Career  Day 
Meetings  (2  meetings  x  1.5  days  =  3  days) 

TOTAL 


$  250.00 


$1,550.00 
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Appendix  C 


Organizational  Checl<list/Timetable 


Spring  of  the  School  Year  Prior  to  Career  Day 

Task 

Assigned  To 

Date  Completed 

1 .  Compile  sample  budget 

2.  Draft  application  for  an  Alberta  Career 

Day 

3.  Seek  principal's  support  for  budget  and 

application 

4.  Submit  budget  and  application  to 

School  Board 

5.  Circulate  budget  and  application  to 

principals  and  counsellors  at  feeder 
high  schools  (the  other  schools  which 
will  participate) 

6.  Send  approved  budget  and  application 

(must  have  principal's  and  board 
chairman's  or  superintendent's 
signature)  to  Alberta  Education 

7. 
8. 
9. 

Three  to  Four  iVIonths  Before  Career  Day 

Task 

Assigned  To 

Date  Completed 

1 .  Create  a  Local  Organizing  Committee 

and  hold  first  meeting  (discuss  space 
needs,  potential  speakers,  number  and 
times  of  sessions,  student  timetabling, 
etc) 

2.  Inform  county  or  board  bus  coordinator 

of  changes  needed  to  bus  schedules 
at  feeder  schools 

3.  Send  initial  invitations  and  participation 

surveys  to  guest  speakers 

4.  If  using  Two-Step  Student  Survey,  circulate 

first  survey  to  students;  compile  list  of 
student  interests,  and  send  initial 
invitations  and  participation  surveys  to 
guest  speakers 
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Three  to  Four  Months  Before  Career  Day  (continued) 

Task 

Assigned  To 

Date  Completed 

5.  Choose  timetabling  system  you  plan  to 

use  and  acquire  software  where 
appropriate 

6.  Compile  list  of  audio-visual  equipment 

needs  and  assign  someone  to  locate 
and  reserve  equipment 

7.  Explain  the  details  of  the  events  at  a  staff 

meeting  at  each  participating  school 

8.  Inform  custodial  staff  of  details 

9.  Make  arrangements  for  local  speaker 

and  teacher-host  training  sessions 

10. 
11. 

12. 

Two  Months  Before  Career  Day 

Task 

Assigned  To 

Date  Completed 

1 .  Compile  participation  surveys  and 

session  descriptions  returned  by  guest 
speakers 

2.  Call  any  guest  speaker  who  has  failed  to 

respond 

3.  Print  Student  Registration  booklet 

4.  Circulate  registration  booklets  to  all 

students  participating 

5.  Meet  with  Organizing  Committee  again 

to  discuss  registration  and  student 
timetabling,  busing  arrangements, 
advance  preparation  of  students, 
teacher-hosts,  local  guest  speakers, 
etc. 

6.  Write  and  send  to  printers  the  posters  or 

flyers  you  plan  to  distribute  in 
community;  ask  for  costs 

7.  Find  host  group  for  lunch  and  provide 

them  with  details 

8.  Call  power  company  to  donate  name 

tags 

9.  Make  arrangements  for  a  wine  and 

cheese  reception  or  breakfast  if  you 
are  planning  either  event 

10.  Have  meal  tickets  printed 

1 1 .  Approach  your  school's  parent 

association  for  help 

PAGE  22 


Two  Months  Before  Career  Day  [continued) 

Task 

Assigned  To 

Date  Completed 

12.  Begin  to  compile  material  for  guest 

speakers'  kit: 

a.  letter  of  welcome  (mayor,  principal, 
or  you;  one  only) 

b.  map  of  town  showing  location  of 
school 

c.  map  of  school 

d.  profile  of  community 

e.  list  of  recommended  sleeping 
accommodations  and  rates 

13.  Invite  a  guest  speaker  (optional) 

14.  Make  a  map  of  your  display  area,  plot 

each  display  requested,  show  a.v.  and 
electrical  needs  and  ensure  your 
space  and  power  system  are 
adequate 

15.  Meet  with  staff  of  each  school  again 

16.  Determine  how  many  parking  spaces  will 

be  required  for  guests  and  where  you 
will  reserve  them 

17.  Look  for  parking  control  barricades  to 

help  you  reserve  space  above.  Your 
town  office,  or  local  police  or  highway 
department  are  good  sources. 

18.  Send  invitations  or  notices  for  local 

speaker  and  teacher-host  training 
sessions 

19. 
20. 

Six  Weeks  Before  Career  Day 

Task 

Assigned  To 

Date  Completed 

1 .  Schedule  students  and  print  individual 

timetables.  (Separate  sessions  for 
Grade  9  students) 

2.  Compile  master  timetable  showing 

each  session,  time,  place,  and 
number  of  students  registered 

3.  Assign  teacher-hosts  to  each  session 

(avoid  having  teachers  host  the 
same  session  twice) 
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One  Month  Before  Career  Day 


Task 


Assigned  To 


Date  Completed 


1 .  Compile  remainder  of  material  for  guest 

speal<ers'  l<its; 

a.  master  timetables  with  each 
speaker's  session  highlighted  and 
the  name  of  each  session's  host 

b.  meal  tickets 

c.  number  of  students  and  grade 
level  in  each  session 

d.  confirmation  of  audio-visual 
equipment 

e.  name  tags 

2.  Mail  kits  to  guest  speakers 

3.  Confirm  busing  arrangements 

4.  Circulate  advanced  preparation 

material  to  each  student  participating 

5.  Visit  staff  in  each  school  and  explain 

advanced  preparation  material  and 
procedures 

6.  Check  on  lunch  arrangements 

7.  Recruit  students  for  information  booth 

and  guides 

8.  Circulate  attendance  policy  to  staff  and 

students  at  all  schools 

9.  Send  information  kit  (including  teacher- 

host  job  description]  to  each 
teacher-host 

10.  Arrange  for  tables,  chairs,  backdrops, 

extension  cords,  etc.  for  display  area 

1 1 .  Compile  a  list  of  all  requirements 

(a.v.  equipment,  lecterns,  screens,  extra 
chairs  and  tables,  etc.)  for  each  room 

12.  Circulate  posters  or  flyers  to  local 

businesses  and  especially  to  those 
managed  by  guest  speakers 

13.  Have  principals  at  participating  schools 

send  letters  about  career  day  home 
with  each  student  (optional) 

14.  Contact  local  media  with  details  and  ask 

them  to  cover  your  event  before  and 
after  with  news  releases 

15.  Arrange  for  donuts,  coffee,  juice,  etc.  for 

coffee  room 

16.  Check  arrangements  for  wine  and 

cheese  or  breakfast  if  you  have  chosen 
to  organize  these  events 

17.  Call  Alberta  Career  Development  and 

Employment  about  films  which  can  be 
borrowed  in  case  guest  speakers  fail  to 
show 
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One  Month  Before  Career  Day  (eontinued) 

Task 

Assigned  To 

Date  Completed 

18.  Call  all  guest  speakers  to  confirm  receipt 

of  kits 

19.  Meet  with  Organizational  Committee 
20. 

21. 
22. 
23. 

Week  of  Career  Day 

Task 

Assigned  To 

Date  Completed 

1 .  Make  directional  signs,  signs  for  displays, 

and  identification  signs  for  the  door 
outside  each  classroom 

2.  Have  classroom  teachers  discuss  what 

students  should  do  to  get  more  out  of 
the  day  (Use  the  handouts  Exploring 
Occupations  and  it's  About  Time 
.  .  .  to  start  ttiinl<ing  about  your  future. 
These  are  available  from  Alberta 
Career  Employment.) 

3.  Call  all  counsellors  at  participating 

schools  and  review  ail  arrangements 

4.  Distribute  student  timetables  to  each 

school 

5.  Meet  for  the  last  time  with  Organizational 

Committee 

6.  Contact  local  media  with  update 

7.  Meet  with  your  principal  and 

superintendent 

8.  Make  sure  bells  will  match  session 

schedule  or  be  shut  off 

9.  Make  sure  office  secretary  and  others 

are  aware  of  the  ban  on  using  the 
intercom 

10. 
11. 

12. 

13. 

14. 
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Week  of  Career  Day  [continued) 

Task 

Assigned  To 

Date  Completed 

15. 

16. 

17. 

18. 

19. 

20. 

Day  Before  Career  Day 

Task 

Assigned  To 

Date  Completed 

1 .  Distribute  timetables  to  students  (Some 

organizers  prefer  to  delay  distribution 
until  the  morning  of  the  Career  Day  in 
order  to  minipnize  loss.  This  is  a 
discretionary  decision  best  left  to  the 
local  organizer) 

2.  Post  directional  signs  and  session  signs 

3.  Set  up  display  area 

4.  Set  up  gymnasium  for  opening  session 

5.  Place  all  a.v.  and  special  equipment  in 

the  rooms  in  which  they  are  needed 
[make  certain  that  the  rooms  can  be 
darkened,  if  necessary) 

6.  Set  up  information  booth 

7.  Pick  up  donuts,  etc.  for  coffee  room 

8.  Meet  with  student  guides  to  review  their 

tasks 

9.  Meet  with  your  principal  to  check  all 

details 

10.   Have  your  principal  call  his  or  her 
colleagues  at  the  other  schools  to 
confirm  details 

11. 
12. 
13. 
14. 
15. 
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Day  Before  Career  Day  (continued) 

Task 

Assigned  To 

Date  Completed 

16. 

17. 

18. 

19. 

20. 

Day  of  Career  Day  * 

Task 

Assigned  To 

Date  Completed 

1 .  Arrive  early 

2.  Check  signs 

3.  Have  students  check  the  set-up  of 

each  room 

4.  Check  set-up  of  information  booth 

5.  Coffee  room 

6.  Lunch  room 

7.  Check  arrival  of  guides,  teacher-hosts, 

and  guest  speakers 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

*   Organizers  will  notice  few  specific  tasks  listed  for  the  week  before,  day  before,  and  day  of  the  career  day 
Most  arrangements  must  be  made  long  before  this  period.  As  the  organizer,  you  should  leave  plenty 
of  time  for  unexpected  tasks  and  decisions  which  arise  at  the  last  minute  [i.e.  during  this  last  week). 
The  only  way  to  ensure  that  you  have  plenty  of  time  for  these  activities  is  to  do  most  of  your 
organizing  weeks  in  advance.  Events  will  create  their  own  timetable  and  priorities  during  this  last 
week. 
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Appendix  P 


Student  Survey/Registration 

Check  off  the  careers  identified  on  the  following  page  in  which  you  are  most  interested. 

If  you  are  going  to  attend  the  entire  day,  check  off  5  sessions.  If  you  are  going  to  attend  for 
half-day,  check  off  3  sessions.  Give  this  completed  ballot  form  to  your  teacher 


1.   9.   17.   25.   33. 

2.   10.   18.   26.   34. 

3.   11.   19.   27.   35. 

4.   12.   20.   28.   36. 

5.   13.   21.   29.   37. 

6.   14.   22.   30.   38. 

7.   15.   23,   31.   39. 

8.   16,   24.   32.  


Please  write  below  any  career  field  you  think  should  be  added  to  our  planned  program. 


Name  of  Student 
Name  of  School  _ 
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Information  Sessions 
Alberta  Career  Day,  Date^  Location 


1  Telephone  Industry 

2.  Engineering  and  Technology  Operations 

3.  Canadian  Armed  Forces 

a.  Trades        b.  University 

4.  Construction  Industry 

5.  Oil  Sands  Industry 

6.  Natural  Gas  Industry 

7.  Electrical  Utility  Industry 

8.  Royal  Canadian  Mounted  Police 

9.  Accounting 

10.  Airlines  Industry 

11.  Fish  and  Wildlife 

12.  Canadian  National  Railway  Industry 

13.  Oil  Industry 

14.  Agriculture  Industry 

15.  Animal  Health  Careers 

16.  Agriculture  and  Farm  Financing 

17.  Careers  in  Farming 

18.  Health  Careers:  Nursing 

19.  Medicine 

20.  Allied  Health  Careers 

2 1 .  Apprenticeship  Careers 

22.  Home  Economics 

23.  Preparing  for  a  Job  Interview 

24.  Business  Careers:  Alberta  Opportunity  Co. 

25.  Private  Business  Colleges  in  Alberta 

26.  Alberta  Correspondence  School 

27.  Camrose  Lutheran  College 

28.  University  of  Alberta 

29.  Southern  Alberta  Institute  of  Technology 

30.  Northern  Alberta  Institute  of  Technology 

31.  Red  Deer  College 

32.  Mount  Royal  College 

33.  Olds  College 

34.  Petroleum  Technology 

35.  Keyano  College 

36.  Grant  MacEwan  College 

37.  Student  Finance 

38.  University  of  Calgary 

39.  University  of  Lethbridge 

NOTE:  The  above  list  is  not  intended  to 
be  a  complete  list  of  all  careers.  Organi- 
zers will  add  to  this  list  or  delete  from  it 
as  best  fits  their  local  situation. 
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Appendix  E 


Student  Timetable/Evaluation  Form 

student's  Name:   

Name  of  School:   


Student  Timetable 


Individual  Session  Evaluation 

(Please  rate  each  session  before  moving  on 
to  the  next) 


Session 

Room 

Attendance 
Confirmed 

Int 
Sp 

P 

eres 
eak 

F 

tof 
er 

G 

VG 

Us 
Inf 

P 

efuir 
orm 

F 

less 
□tier 

G 

of 

VG 

Al 
8c 

P 

dio- 
Publ 

F 

Visu 
icat 

G 

als 

ons 

VG 

i, 

2. 

3. 

4. 

5. 

[The  ratings  are;  P  =  Poor;  F  =  Fair; 
G  =  Good;  VG.  =  Very  Good] 


Final  Overall  Evaluation 

Please  complete  this  part  of  the  evaluation  at  the  end  of  the  final  session  which  you  attend, 
and  then  leave  the  completed  form  with  the  teacher-host  in  this  session. 

Please  answer  the  following  questions: 

1.   Which  session  was  most  interesting  for  you?   


2.  Which  was  the  least  interesting? 


3.  What  would  you  change  at  the  next  Alberta  Career  Day? 


4.  Other  comments: 
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Job  Description  for  Teacher-Hosts 

TO:  (Enter  Teacher's  Name) 

FROM:       Bob  Smith.,  Counsellor 
Pumphandle  High 

Dear  Colleague: 

Thank  you  for  agreeing  to  serve  as  a  teacher- host  at  our  upcoming  career  day  on  March  25, 
1987.  On  that  day  we  will  be  hosting  the  Grade  9  to  12  students  from  Pumphandle  High,  as  well 
as  the  Grade  11  and  12  students  from  Running  Creek,  Willy  Wanka,  and  Black  Eye  Highs. 

Your  task  as  a  teacher-host  will  include: 

1.  Meeting  the  first  speaker  you  are  to  introduce  during  the  career  day  at  the  information 
booth  before  the  first  session  begins,  and  helping  that  speaker  to  his  or  her  room.  At 
this  time,  please  also  point  out  our  coffee  room  and  lunch  room. 

2.  Ensuring  your  first  speaker  has  an  accurate  schedule  of  the  day,  a  name  tag,  and  a  lunch 
ticket. 

3.  Ensuring  all  audio-visual  equipment  requested  by  each  of  your  speakers  is  in  the  room. 

4.  Asking  each  guest  speaker  before  or  after  the  session  if  he  or  she  would  like  coffee  or 
juice,  and  then  finding  some  for  the  speaker. 

5.  Introducing  each  speaker  you  host  to  the  class  before  the  session  begins.  A  list  of  the 
speakers  you  are  to  introduce  is  attached,  along  with  their  title  or  position.  Please  be  brief. 

6.  Taking  attendance  at  each  session  you  host.  Every  student  will  be  issued  with  a 
timetable/fevaluation  form.  On  these  forms  is  a  space  for  your  initials.  Please  sign  there 
to  confirm  the  students'  attendance.  Do  not  under  any  circumstances  call  the  roll,  this 
detracts  from  the  session. 

7.  Maintaining  good  student  behavior  in  your  sessions  and  in  hallways  outside  your  ses- 
sions. Also,  please  help  maintain  good  conduct  in  the  school's  common  areas. 

8 .  Collecting  student  timetable/tevaluation  forms  during  the  last  session  of  the  day.  (Please 
note:  Students  from  Black  Eye  High  will  be  leaving  before  the  final  session.  Their 
evaluations  should  be  collected  after  the  next  to  last  session.) 

If  you  are  unsure  of  any  of  these  duties,  please  see  me  soon.  If  you  wish  to  discuss  this  event 
or  learn  more  about  being  a  teacher-host,  you  may  also  attend  our  teacher-host  training  session 
at  3:30  p.m.  on  Thursday,  February  26  in  our  cafeteria. 

Yours  sincerely. 
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Invitation  to  a  Guest  Spealcer 

Mrs.  Elizabeth  Jones,  Registrar 

Central  Alberta  Institute  of  Pizza-making 

Dear  Mrs.  Jones: 

On  behalf  of  Pumphandle  High  School  and  the  Big  Hills  School  Division,  I  would  like  to  in- 
vite you  to  our  Alberta  Career  Day  on  Wednesday,  March  25,  1987.  The  career  day  will  be  held 
at  our  school  (Pumphandle  High)  from  9:00  a.m.  until  3:30  p.m.  and  will  include  our  Grade  7 
to  12  students  and  the  Grade  11  and  12  students  from  Running  Creek,  Willy  Wanka,  and  Black 
Eye  High  Schools. 

We  would  like  you  or  a  representative  of  your  school  to  attend  and  make  a  presentation  about 
your  institution,  its  facilities,  programs,  and  admission  requirements.  We  will  also  be  using  our 
gym  as  an  exhibition  hall,  and  you  are  welcome  to  set  up  a  display  there  if  you  wish. 

For  Career  Day  speakers  who  have  never  participated  in  such  an  event,  I  am  enclosing  an 
outline  of  the  kind  of  presentations  which  have  been  successful  in  the  past.  You  are  also  invited 
to  a  guest  speaker  information  session  on  Thursday,  February  26  at  7:00  p.m.  in  our  cafeteria, 
if  you  wish  to  see  a  sample  presentation  or  ask  questions  about  your  participation.  You  are  welcome 
to  call  me  at  555-1212,  any  time. 

I  would  also  like  to  ask  that  you  complete  the  attached  participation  survey  and  return 
it  to  me  by  January  15, 1987  to  confirm  your  attendance.  Please  include  a  short  biography  of  your- 
self (or  your  representative)  and  a  brief  description  of  what  you  plan  to  discuss  in  your  session. 
These  will  facilitate  our  planning  for  student  involvement  in  this  event. 

Once  we  have  confirmation  from  all  our  guest  speakers,  we  will  develop  a  timetable  for  our 
career  day  based  on  our  students'  demands  for  each  session.  You  will  receive  this  timetable, 
along  with  an  indication  of  the  number  and  times  of  the  sessions  we  need  you  to  give,  the  number 
of  students  in  each,  a  map  of  our  school,  and  other  information  about  three  weeks  before  the 
date  of  our  event. 

Thank  you  for  your  time. 

Yours  sincerely, 


Bob  Smith,  Counsellor 
Pumphandle  High  School 
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Pumphandle  Alberta  Career  Day 
Wednesday,  March  25, 1987 

Participation  Survey  for  Guest  Speakers 

Name  of  Presenter:   

Position  or  Title:   

Institution,  Business,  or  Agency  Representing:   

Address:   


Telephone:   

1   I  will:  will  not:  

2.   I  will:  will  not:  

Number  of  people  in  my  party: 


  Postal  Code:   

be  attending  your  Alberta  Career  Day. 
be  attending  your  lunch. 


3.  I  would  like  to  participate  by:  (Check  one) 

a.  giving  classroom  presentations  only  

b.  setting  up  a  display  only  

c.  giving  presentations  and  setting  up  a  display  

4.  I  will  bring  my  own  audio-visual  equipment:  Yes  No  

Not  Applicable  

5.  I  would  like  you  to  furnish  me  with  audio-visual  equipment  (describe 
equipment  needed):   

6.  Any  suggestions  or  questions:   


Please  return  completed  form  to 

Bob  Smith,  Counsellor 
Pumphandle  High  School 
Pumphandle,  Alberta 
Phone  973-1007 

by  January  15,  1987 
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Appendix  H 


Outline  of  A  Career  Day  Presentation 


Below  is  an  outline  of  a  type  of  career  day  presentation  which  has  been  the  most  successful 
in  the  past.  It  is  included  for  those  speakers  who  are  new  to  such  presentations.  As  the  guest 
speaker,  you  may  choose  to  use  any  or  all  of  the  suggestions  here  or  you  may  choose  to  develop 
a  unique  presentation  with  your  own  personal  skills  and  personality: 


1 .  You  are  introduced  by  the  teacher-host.  However,  you  may  wish  to  elaborate  on  any  intro- 
duction. Distribute  any  brochures  or  printed  material  you  may  have. 

2.  Briefly  describe  your  career  or  business  or  profession.  Explain  what  you  and  your  colleagues 
do,  and  how  your  profession  differs  from  others  in  the  same  area  (e.g.  Engineering  vs. 
Engineering  Technology  Computer  Science  vs.  Computer  Programming,  Dental  Hygienist 
vs.  Dental  Assistant  vs.  Dental  Technician,  etc.). 

3.  Explain  the  nature  of  the  long-term  projects  you  work  on  and  the  goals  of  you  and  your 
colleagues.  Discuss  what  you  do  during  a  typical  working  day  and  attempt  to  show  what 
skills  are  required  for  both  daily  and  long-term  activities. 

4.  If  you  are  using  a  film  or  slide-tape  presentation  which  explains  your  area,  you  may  wish 
to  introduce  it  now. 

5.  Show  your  film. 

6.  Add  any  additional  information  you  think  was  missed  in  the  film,  then  allow  time  for  ques- 
tions. (Do  not  be  concerned  if  few  or  no  questions  are  asked.) 

7.  Explain  any  specialized  skills  or  knowledge  which  a  person  needs  to  succeed  in  your  field. 
If  education  is  required  beyond  high  school,  explain  where  it  must  be  taken  and  how 
students  may  gain  admission  to  the  necessary  programs.  Emphasize  any  particular  high 
school  courses  which  are  especially  important;  this  helps  students  understand  how  the 
current  studies  apply  to  your  field  and  also  helps  them  decide  if  they  have  interests  in  the 
right  areas  to  succeed  in  your  field. 

8.  Advise  students  to  speak  with  the  representatives  of  the  post-secondary  schools  offering 
the  program  necessary  for  a  career  in  your  field. 

9.  Describe  the  aspects  of  your  field  which  you  find  especially  satisfying  or  challenging.  Tell 
the  students  why  you  like  what  you  do. 

10.  Realistically  describe  what  you  see  as  disadvantages  to  your  job  or  career  area. 

1 1 .  Talk  about  the  salary  ranges  for  persons  in  your  career,  and  describe  any  working  condi- 
tions not  described  above. 

12.  If  any  certification  beyond  or  instead  of  post-secondary  education  is  required,  explain 
this  to  the  students. 

13.  Question  and  answer  time. 

14.  Thank  students  and  return  the  session  to  the  control  of  the  teacher-host.  Be  prepared  to 
remain  behind  for  a  minute  or  two  to  allow  students  to  come  up  to  you  individually  and 
ask  questions.  Even  if  you  receive  few  questions  in  steps  #6  and  #13,  above,  you  will  likely 
receive  questions  during  this  informal  period. 
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Appendix  \ 


Guest  Speaker's  Evaluation 

Please  complete  this  evaluation  and  leave  it  with  the  teacher-host  in  your  last  session.  Signing 
your  name  is  optional: 

1  Was  our  initial  invitation  to  you  sufficient?  Yes  No  

a.  was  its  format  suitable?  Yes  No  Comment  

b.  did  it  arrive  in  time?  Yes  No  

Com  ment  

2.  Was  our  information  kit  (schedule  of  sessions,  map  of  school,  confirmation  of  audio-visual 
equipment  requested,  etc)  adequate? 

Yes  No  Com  ment  

a.  was  it  sent  to  you  far  enough  in  advance?  Yes  No  

Comment  

3.  Do  you  feel  you  received  sufficient  advance  preparation  from  us? 

Yes  No  Comment  

4.  Please  rate  the  general  attitude  and  helpfulness  of  our  teacher-hosts  and  student  guides: 
Poor  Fair  Good  Very  Good  

5.  How  appropriate  was  the  room  in  which  you  spoke? 
Poor  Fair  Good  Very  Good  

6.  How  appropriate  was  your  display  space? 

Poor  Fair  Good  Very  Good  

7.  Were  you  given  the  audio-visual  equipment  or  special  arrangements  you  requested? 
Yes  No  Comment  
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Appendix  I  (continued) 


8.  Did  your  teacher-host  or  student  guide  show  you  our  coffee  room  and  explain  our  arrange- 
ments for  lunch? 

Yes  No  Comment  

9.  How  was  your  lunch?  Poor  Fair  Good  Very  Good  

10.  How  well  were  our  students  prepared  for  your  session  and  for  the  career  day? 
Fbor  Fair  Good  Very  Good  

11.  Please  rate  the  general  conduct  and  behaviour  of  our  students: 
Poor  Fair  Good  Very  Good  

12.  On  a  scale  of  1-10  (10  being  highest)  rate  our  career  day,  please:  

13.  Comments:   

14.  Your  name  and  institution  (optional):   
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Appendix  J 


Preparing  for  A  Career  Day 


Check  List  for  Investigating  an  Education  Institution 


Here  are  somethings  you  should  find  out  about  and  consider  carefully  when  investi- 
gating an  educational  institution. 

1.  Programs  and  subjects  available: 

a)  What  institutions  have  similar  programs? 

b]  Is  the  program  mainly  theoretical  or  applied? 

c]  Is  there  transferability  of  courses  to  other  institutions? 

d)  For  v\/hat  level  of  employee  is  the  training  designed? 

e]  How  long  is  the  program  for  satisfactory  completion? 

f )  How  are  the  courses  taught  —  lecture  labs,  individual  study  field  study  etc.? 

g]  How  well  are  they  equipped /staffed  to  offer  the  program? 

h)  How  many  students  are  in  the  program? 

2.  Admission  requirements: 

a)  Specifically  what  high  school  subjects  are  required,  recommended? 

b)  Can  deficiencies  be  made  up  while  taking  the  program? 

c)  Is  any  special  standardized  testing  required,  recommended 
(e.g.  College  Entrance  Examination  Board). 

d)  What  other  experience  gives  preference  to  applicants? 

e)  Is  there  a  quota  each  year? 

f  j  When  must  applications  be  completed? 

3.  Location: 

a]  What  added  costs  will  be  involved?  (i.e.  Living  away  from  home.) 

b)  Are  there  any  advantages  to  studying  in  a  particular  area? 

4.  Expenses: 

a)  What  are  the  costs  of  tuition,  books,  and  equipment,  transportation,  board 
and  room,  etc.? 

b)  What  financial  assistance  is  available  —  scholarships  and  loans? 

5.  Employment  opportunities  following  graduation: 

a)  What  percentage  of  grads  find  appropriate  employment? 

b)  What  are  the  trends  for  future  employment? 

c)  What  is  the  average  starting  salary  of  graduates? 
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Check  List  for  Investigating  an  Occupation 


What  questions  should  a  student  ask  about  an  occupation  in  which  he  or  she  is  interested? 
This  list  is  not  exhaustive  but  is  intended  to  assist  students  in  their  collection  of  information. 

1.  Nature  of  Work 

a)  What  does  the  typical  worker  in  this  occupation  do? 

b)  Do  the  tasks  involved  deal  primarily  with  people,  with  things  or  with  ideas? 

c)  What  possible  fields  of  specialization  exist  in  this  occupation? 

2.  How  does  the  occupation  serve  society? 

a)  What  is  the  number  of  workers  currently  in  this  occupation  (nationally,  provincially, 
locally)? 

b)  How  are  they  distributed  by  sex,  age,  and  geographical  area? 

3.  What  are  the  qualifications  and  preparation  required  for  entry? 

a)  Where  can  you  get  such  preparation  and  training? 
bj  How  can  you  obtain  work  in  this  occupation  area? 

c)  What  opportunities  exist  for  career  advancement? 

4.  Employment  Outlook 

a)  What  are  the  past  trends  and  general  outlook  for  workers  in  this  occupation  (effects 
of  technological  advancements,  etc.)? 

b)  What  remuneration  can  you  expect  (at  entry  and  as  you  acquire  experience)? 

5.  Working  Conditions 

a)  What  are  the  physical  conditions  of  the  job  (noise,  temperature,  health  hazards,  etc.)? 

b)  What  are  the  fringe  benefits  (vacation,  additional  training  opportunities,  sick  benefits, 
etc.)? 

c)  What  degree  of  personal  work  satisfaction  is  possible  in  this  occupation? 

6.  Where  can  I  obtain  additional  information? 

a)  Can  I  visit  local  workers  to  get  firsthand  information  about  their  jobs? 

b)  Can  I  visit  local  chambers  of  commerce,  universities? 
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